
Creating a Voucher for 
Goods & Services

What type of Voucher is Needed?

DBF processes 
Voucher for 

Payment

Vendor is Paid by the State

Run Actions – Match, 
Doc Tol, Bdgt (NOTE: 
Performs Matching, 

Document Tolerance, 
Budget Check)

Submit the 
Voucher for 

Approval

Did you know?
The Submit for 

Approval button 
is enabled after 

successful 
Matching

Vendor Invoice has been 
received

Did you know?
The best way to ensure successful  

3-Way Matching (PO, Receipt, 
Voucher)

 is to, “Copy from Source 
Document” using the PO Receipt 

to pull in line and payment 
information

Helpful Hint
For all Voucher Types, be 
sure to attach supporting 

documentation

Use Regular Entry

DBF processes 
Voucher for 

Payment

Vendor is Paid by the State

Run Actions – 
Budget Check

Submit the Voucher 
for Approval

Non-PO Voucher

Use Regular Entry
Tip Sheet
Creating a 

non-PO 
Voucher 

Local Supervisor 
Approves
Voucher

Did you Know?
JIS PCA’s require 

two levels of 
approval (not 

just one)

Did you know?
You can do non-PO vouchers 
for any orders below $2500 
($500 for District Court) that 
are not covered by a BPO or 

Contract  

Been Rejected?
Read the 

comments by 
the approver, 

make the 
adjustments and 

resubmit

Been Rejected?
Read the 

comments by the 
approver, make 
the adjustments 

and resubmit

Tip Sheet
Creating a 
PO Receipt 

Voucher 

PO /Express PO with Receipt

Did you Know?
JIS PCA’s require 

two levels of 
approval (not just 

one)

DBF processes 
Voucher for 

Payment

Vendor is Paid by the State

Run Actions – Match, 
Doc Tol, Bdgt (NOTE: 
Performs Matching, 

Document Tolerance, 
Budget Check)

Submit the 
Voucher for 

Approval

Did you know?
The Submit for 

Approval button 
is enabled after 

successful 
Matching

Did you know?
The best way to ensure 

successful  2-Way Matching (PO 
and Receipt) is to, “Copy from 
Source Document” using the 

Copy PO feature to pull in line 
and payment information

Use Regular Entry

Local Supervisor 
Approves
Voucher

Been Rejected?
Read the 

comments by the 
approver, make 
the adjustments 

and resubmit

Tip Sheet
Creating a 

PO Voucher 

Did you Know?
JIS PCA’s require 

two levels of 
approval (not just 

one)

Local Supervisor 
Approves
Voucher

Express PO without ReceiptDid you know?
Receipts are optional 

for Express POs 
(Exception: Receipts 

are required for 
District Court) 



Local Supervisor 
Approves
Voucher

Creating an Expense 
Report Voucher

Is this for District Court?

DCHQ Builds the 
Voucher

DBF processes 
Voucher for 

Payment

Run Action - 
Budget Check 

Submit the 
Voucher for 

Approval

Save the Invoice

Employee is Paid by the State

Did you know?
The Submit for Approval 

button is enabled after you 
Save the Expense Voucher

Use Regular 
Entry

Use Quick 
Invoice Entry

Yes No

Tip Sheet
Creating an 

Expense 
Voucher 

Did you know?
Matching is not done for 

Expense Vouchers

How to Handle Rejection
If your voucher is rejected you 

can see the comments of why it 
was rejected, update the 

voucher and re-submit for 
approvals

Need to Enter an 
Expense Voucher?

Tip Sheet
Creating a 

Quick 
Invoice 



Creating an 
Interpreter Invoice

Create an 
Interpreter 

Invoice

Save and Submit 
for Approval

DBF Builds the 
Voucher & 

Processes it for 
Payment

Interpreter is Paid by the 
State

Did you know?
1.  Interpreter Invoices can be 

saved with only one line.
2.  You can also add additional 

lines by clicking on the (+) sign at 
the end of the line

You’ve Received an 
Invoice from one of your 

interpreters

Tip Sheet
Creating an 
Interpreter 

Invoice 

Required Approvals:
· For District Court – Larry Tucker, Cynthia Pecenak
· For Program Services – Debra Kaminski, Lorena Sevillasomoza

How to Handle Rejection
If your invoice is denied you will 
need to create and submit a new 

one, taking into account the 
reason why the original was 

rejected
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